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User Guide Overview

Document Scope

This CitiManager® Site User Guide provides detailed step-by-step instructions for the most common CitiManager Site functions used
by Cardholders.

Your Access and Configuration May Vary

The functions you have access to are based on your role and entitlements. You may not have entitlements for all the functions
described in this User Guide. Some fields are defined at the company level so there may be variances in what is described in this User
Guide based on your company’s setup.

Screen captures in this guide contain dummy data for personal information and it is used for illustrative purposes only.
Web-browser Compatibility

The CitiManager Site is compatible with the latest versions of Chrome and Edge.



CitiManager Site Quick Start Guide — Commercial Cards — Cardholder | Navigation Overview

Navigation Overview

Basic Navigation
Key Concepts

After you log in to the CitiManager Site, the Home screen displays. The Home screen acts as a dashboard and displays a high level
metric summary of your account — including your credit limit, total balance and available credit. You can also view recent transactions
that have posted since your last statement. Use the navigation options from the header and the side navigation bar as well as quick
links to navigate to additional account information and preferences.

Home Screen

Screen ‘ Descriptions

CHATWITHUS# | Contact Help Desk Header

(1 S Us_@msm;‘e =O at

(5]
s17,959.64 s2,040.36

Available Credit @ Current Balance

CITI COMMERCIAL CARDS

CitiManager
1. View your company. If you have access to more

than one, you may select it using the drop-
down list.

$20,000.00

Credit Limit

s1,983.36

Due by 11/09/2022 @

Make a Payment 2. Access My Profile functions or sign out of the

CitiManager Site.

=37 5009 e

s Recent Activity'8

3. View the Message Board.

Screen Components

9 Advanced Search >>

Recent Authorization(s) 10

4. View high-level account metrics such as credit

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

10/19/2022 13:46:02

View All
Unbilled Transaction(s)

TRANSACTION DATE

POSTING DATE

Airport

TRANSACTION DETAILS

EXCHANGE RATE ~ AMOUNT

57.00 Approved

10/19/2022

10/19/2022

View All

100192022

10/20/2022

PAYMENT RECEIVED — THANK

Airport

1

1

-426.24

57.00

. Use the quick links to navigate request a

. Use the search field to perform a basic

limit, available credit, current balance and
amount due. If your organization allows you
to make payments, the Make a Payment link
displays. For centrally billed accounts, the
amount due by your company displays.

Use the account drop-down arrow to toggle
between card accounts if you have more
than one.

replacement card, view requests, statements
or alerts.

In the Recent Activity section, you can view
Recent Authorizations which are authorized or
declined transactions that have not yet posted
to the account and Unbilled Transactions which
have posted since your last statement and will
appear on the next one.

transaction search by the details, amount
or date or click the Advanced Search link to
narrow your search.

Click the > Forward arrow to navigate to the
Statements screen.




CitiManager Site Quick Start Guide — Commercial Cards — Cardholder

| N

avigation Overview

Screen

CITI8 COMMERCIAL CARDS

CitiManager

$20,000.00

Credit Limit

=37 5009 e

Recent Activity' 8

Recent Authorization(s)

TRANSACTION DATE POSTING DATE

CHATWITHUS 8 | Contact Help Desk

(1 & Us_@wﬂusmme =O at

5
17,959.64

Available Credit @

TRANSACTION DETAILS

s2,040.36

Current Balance

EXCHANGE RATE

s1,983.36

Due by 11/09/2022 @
Make a Payment

9 Advanced Search »>

10

AMOUNT STATUS

10/19/2022 13.46.02 -

View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE

Airport

TRANSACTION DETAILS

EXCHANGE RATE

AMOUNT

57.00 Approved

10/19/2022 10/19/2022

10/19/2022 10/2012022

View All

PAYMENT RECEIVED — THANK

Airport

1

1

-426.24

57.00

Descriptions
Side Navigation Bar

10. Click the Home icon to return to the Home
screen.

11. Click the Cards icon to view an overview of
your card account, payment information,
statements, aging of balance, recent

transactions and your card contact information.

12. Click the Statements icon to select a monthly
statement to view and also view recent activity,
change your paperless settings and view

disputes.

13. Click the Resources icon to view messages,

access FAQs and Links & Help.

14. Click the Tools icon to navigate to other online

tools if you have access.

15. Click the Alerts icon to manage your alert
subscriptions, view the audit log and view

on-demand mobile alert information.
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My Profile Overview
Description

The My Profile screen allows you to access links that are used to view your user role, hierarchy and entitlements. Additionally, you may
update the following depending on your entitlements:

« CitiManager Site contact details

« User preferences such as language, date and time format and currency
« Password

» Reset challenge questions

« Merge CitiManager Site user names if you have more than one

« Change your primary company if you are assigned more than one
 Link/Unlink another card account

« Assign/Unassign Alternate user

« View application and maintenance request history

My Profile Screen

Screen

SIS CAMMEICAL SArvs : : : 1. Click the My Profile link from the header to
A  CitManager CEEODTRAD) B-Us \mome’ snow DX access links used to view and maintain profile
information.
HOME
MS; Profile: User Preferences 2. Click the links that display on the left side of the

screen to view and maintain profile information.

CONTACT INFORMATION ﬂ Update your preferences. The fields marked with an asterisk (*) are mandatory.
l

CARD MAINTENANCE SELECT YOUR HELP DESK VERIFICATION QUESTION

Mother's Maiden Name -
USER ROLE AND HIERARCHY

YOUR A R
ENTITLEMENTS
USER PREFERENCES

CONFIRM YOUR ANSWER
CHANGE PASSWORD
RESET CHALLENGE ERRED LANCUAGE O C . -
QUESTIONS PREFERRED LANGUAGE (FOR CORRESPONDENCE)

ENGLISH -
MERGE USERNAMES

PREFERRED HIERARCHY SORTING
CHANGE PRIMARY COMPANY

UNIT NUMBER -
LINK/UNLINK CARD ACCOUNT

PREFERRED DATE FORMAT
ASSIGN/UNASSIGN
ALTERNATE USER

MM/DD/YYYY hd

PREFERRED TIME FORMAT
APPLY FOR NEW CARD

12hr clock hd
REQUEST HISTORY

PREFERRED TIME ZONE
CITIMANAGER LOG IN

HISTORY PST-Pacific Standard Time -

PREFERRED CURRENCY FORMAT

System Default hd

SAVE CHANGES UNDO CHANGES
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Card Details Overview
Description
The Card Details screen provides a high-level summary of your card account information including the following:

« Card Overview: Card name, number and status, hierarchy, employee ID, credit limit, total balance, cost center and default
accounting code

« Payments: Last payment made, next payment due, view history (if entitled)

« Statements: Recent transaction activity, previous statements

« Aging of balance information (1-120 Days)

« Contact information associated with your card/statement

Depending on your program and company’s settings you may also be entitled to perform account maintenance, request a refund and
view refund requests.

Card Details Screen

‘ Descriptions
| Cnee e 1. View card name, number and status, hierarchy,
CitiManager i TRAINING USE ONLY - US | s erote” | Siom ot citr employee ID, credit limit, total balance, cost
= center and default accounting code and
HOME
Card Details payment information.

2. Links to recent transaction activity, and current
and previous statements.

CARD MAINTENANCE

CARD OVERVIEW
NAME ON CARD CARD NUMBER ACCOUNT STATUS VIEW ACCOUNT 3. Agmg of balance information (1 -120 Days)'
CE TEST ACCOUNT 22 ssss nane 037 2612 Open DOCUMENTS
HIERARCHY EMPLOYEE D CREDIT LIMIT 4. Contactinformation associated with your
9999201-0029000-0039001 1234567903 $ 2500
CURRENT BALANCE COST CENTER DEFAULT ACCOUNTING CODE card/Statement'
$0.00 Not Available Not Available
5. Links to perform card maintenance and request
PAYMENTS @ VIEW HISTORY a refund if entitled
s .
STATEMENTS
2 = = = o o

Cl

23DEC 2019 23 NOV 2013 230CT2019 23 SEP 2019 23 AUG 2019

AGING OF BALANCE (3
Number of Days
Past Due 130 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS >121 DAYS

0 $0.00 $0.00 $0.00 $0.00 $0.00
Total Past Due

Amount
§0.00

CARD CONTACT INFO | EDIT>>

FIRST NAME g LAST NAME ADDRESS LINE 1

CE TEST ACCOUNT 22 1 WAY

Ty STATE COUNTRY

NEW CASTLE DE UNITED STATES OF AMERICA
EMPLOYEE ID PHONE NUMBER MOBILE PHONE NUMBER
1234567903 2222222222 2222222222

FAX NUMBER EMAIL ADDRESS ZIP/POSTAL CODE

00000000000000000 cardholder@noemail.com 19721230001
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Statements Overview

Description

The Statements screen provides access to your recent transactions, your current statement or your previous 36 statements.

You can also download your statement and dispute a transaction if it billed to your statement within the previous 60 days.

Statements Screen

Screen Descriptions

CHATWITHUS # | Contact Help Desk

CitiManager

HOME
Statements

STATEMENTS

Cl

23DEC2019  23NOV 2019  230CT 2010 Eesid=adlgbl 23 AUG 2019

OVERVIEW FOR AUG 24 TO SEP 23 (3

CARD NUMBER NAME ON CARD PREVIOUS BALANCE
sees wnee =37 D612 CE TEST ACCOUNT 22 $000

TRANSACTION TOTAL PAYMENTS RECEIVED AVAILABLE CREDIT
$4.00 $0.00 $21.00

Billed Transactions 4
6

DOWNLOAD (PDF, CSV, XLS)

TRANSACTION ~ POSTING DATE TRANSACTION DETAILS
DATE

EXCHANGE RATE

Company Welcome, CE
nEg TRAINING USE ONLY - US  wy Profile | Sign out

BALANCE DUE
5400

PAYMENT DUE DATE
10/18/2019
Make Payment

ADVANCED SEARCH >>

AMOUNT  DISPUTE

09/10/2019 09/10/2019

9

m VIR UTHEREATIONS

Gas Station  (f 1

4.00

. The overview section provides balance and

. Alist of billed or recent transactions for the

. Toview additional transaction detail or dispute

The Statements section displays an overview
of your statement and allows you to toggle
between statements by clicking the icon for the
statement date.

If you have more than one card account, use
the drop-down arrow to toggle between card
accounts.

payment information for the dates displayed.

statement display.

Use the search field to perform a basic
transaction search by the details, amount
or date or click the Advanced Search link to
narrow your search.

Click the Download link to download a
statement.

The list of transactions will display the
transaction date, posting date, details and
amount.

a transaction, click the ellipsis (...) link that
displays on the right-side of the row you wish
to expand.

Click the Dispute button to dispute a
transaction. The row must be expanded to
view the dispute button.
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Getting Started
What is CitiManager?
Description

The CitiManager Site is a powerful online tool that allows Cardholders to view and manage their account at any time. Based on your
company'’s set up, some of the key self-service activities may include:

« Retrieve a forgotten username or password

« View recent activity and current and past statements

« View credit limits, total balances and transaction level detail

« Make a payment

« Requestarefund

» Manage e-mail and mobile alerts

» Dispute a transaction and view the dispute once it’s submitted
« Manage preferences and update contact information

For companies that have the Registration ID and Passcode feature turned on, the CitiManager Site will send you Registration ID and
Passcode e-mails once activity is recorded on your Cardholder account. Once received, you can complete the CitiManager Site self-
registration process to access your account details.
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Apply for Card Using an Invitation Passcode
Key Concepts

Before you can apply for a new card, an Invitation Passcode and the inviter’s e-mail address are required. Both are obtained from your
Program Administrator.

Once you have submitted your application, you will receive a confirmation message when the necessary approvals have been received,
either from a Supervisor and/or Program Administrator.

You can view the status of your application in the CitiManager Site by using the username and passcode created during the application
process to log in and navigate to My Profile > Request History. Refer to the View Application and Maintenance Request History topic
in this user guide for additional information.

Once your card application is approved, the account will be linked to the CitiManager Site username and password that was created
during the application process. This will allow you to log in to the CitiManager Site to view balances, credit limits, statements and
perform other self-service tasks.

Step-by-Step Instructions

Screen ‘ Step/Action

1. Navigate to citimanager.com/login.

citi’ | citiManager

| T (o e enaged Se Hogin scjesn header
Apply for a Card Today > T Need Assistance?

section, click the Apply for a Card Today link.

The User Registration screen displays.

DOWNLOAD THE CITIMANAGER APP

Manage your Citi
Commercial Card

Remember User ID

sign on

CitiManager® At Your Service Getting Back to Business Travel?

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now
expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can de.
Citi Commercial Card quick and easy.

CitiManager Site Login Screen
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Screen | Step/Action

3. Select the Invitation Passcode radio button
citi | CitiManager and click the Continue button.

Inviter’s Email screen displays.

LOGIN

User Registration

o Welcome to CitiManager. Please select the proper registration process for your organization. You should have received one of the
following codes from your Program Administrator. If you do not have a code, please contact your Program Administrator.

® Invitation Passcode
Prefilled Application Code

m e

User Registration Screen

4. Inthe Invitation Passcode field, type the
citi’  CitiManager Invitation Passcode that was provided to you by

I, | e

Note: The Invitation Passcode is case sensitive.

LOGIN = USER REGISTRATION

User Registration - Invitation 5. In the Inviter’s Email Address field, type the
Passcode/inviter's Email Inviter’s Email address that was provided to you
by your Program Administrator.

1. Passcode Verification 2. Sign on Details 3. Country and La

ﬂ ‘You will be prompted in the next four steps to register for the CitiManager website and complete the card application
Step 1 of 4: - Please enter the Invitation Passcode and Inviter's Email Address provided by your organization. Please contact your card 6 C||Ck the Continue button,
program administrator if you do not have these details.

Note: All new applicants are required to create a
---------------- user profile for the CitiManager Site during the
INVITER'S EMAIL ADDRESS application process.

Kate [Smith@noemail com

The User Registration — Sign-on Details screen

m BACK CANCEL CLEAR displays.

User Registration — Invitation Passcode/Inviter’s Email Screen

10
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Screen | Step/Action

T

citi CitiManager

N
User Registration

2. Sign-on Details

) Step 2 of 4 - Please complete the information below to create your GitiManager User Profile. It is important you remember these details as your
username and password will be used for future CitiManager log-in and your verification question will be used by the Helpdesk for authentication in case you
forget these details.

SIGN-ON DETAILS

chuatl@

PERSONAL INFORMATION
Mary
Jones
UNIT;[; :STATES OF AMERICA >

8315551212

STAL CODE [XXXXX-XXXX]

noemail.com
ss

vemail.com

User Registration Screen — Sign-on Details

7. Complete the required fields in the Sign-on
Details and Personal Information sections.

Note: The password and username
requirements display in a window as you type
your password. A checkmark displays when the
requirements are fulfilled.

8. Click the Continue button.

A confirmation message displays indicating
your user ID has been created.

The CitiManager Site sends an e-mail confirming
the registration and username created.

11
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Screen tep/Action

Your user ID has been created successfully. Please
proceed further to apply for a card.

Confirmation Message

9. Click the OK button.

The User Registration — Country and Language
screen displays.

Note: Based on your company’s set-up, this
screen may not display. Continue to Step 12.

10. The Select country and Select language fields
should be pre-populated based on what was
entered in the User Profile screen. Click the
Continue button.

The Card Application Details screen displays.

.

citi CitiManager

LOGIN
User Registration Applv for card

o 4.Card Application Details
€ Step 4 of 4: - Please complete the form below and submit

FORM DETAILS
1B Agency - US

Citibank Commercial Cards

Card Embossing e
First Nam:
Mary

Jones

Contact Information ®

Residence Information ®
Additional Information ®
Spending Controls ®

Cell Phone Policy

As a service, Citi may notify you about important updates to your Account via an automated dialing system, pre-
recorded messages and/or SMS text messages to your wireless device. Examples might include netification of
returned mail or suspected fraud on your account. The typical wireless charges may apply from your wireless
carrier; however, there is no charge from Citi Should you provide us with your mobile number at any time, you
agree that Citi may use your mobile number to contact you. Should you prefer to not receive these notifications
on your wireless device, you may opt out by emailing the Bank at optoutcellconsent@citi.com.

ubmit a card application. ) ization may have specific policies regarding the

override what you reques | apply in that case and a manua

v may oceur.

“ VIEW/ UPLOAD ACCOUNT DOCUMENTS ~ SAVE AS DRAFT CANCEL

User Registration Apply for Card — Card Application Details

11. Complete the required fields in all sections of
the application. Required fields are indicated by
an asterisk (*).

Note: If your company allows Cardholders to

add attachments, such as training certificates

or statements of understanding you can attach
the documents during the application process.
You can add a maximum of five attachments.
Supported file types include jpg, jpeg, png and
pdf. Each file must be 5MB or less. Scroll to the
bottom of the screen and click the View/Upload
Account Documents link. When the View
Account Documents screen displays, click the Add
Document button. In the Document Name field,
type the name of the document (there can be no
special characters in the document name). Click
the Browse button and navigate to the document
you want to attach and click the Open button
(there can be no special characters in the file name).
When the document name displays in the Select
File to Upload field, click the Upload button.

12. When you are finished, click the Submit button
that displays at the bottom of the screen.

An application submission confirmation
message displays.

13. Click the OK button.
The CitiManager Login screen displays.

Note: The approving Supervisor or Program
Administrator will receive an e-mail indicating
your application is awaiting their approval.

12



CitiManager Site Quick Start Guide — Commercial Cards — Cardholder | Getting Started C I t I

Apply for New Card Using a Registration ID and Registration Passcode
Key Concepts

If your company uses the Program Administer to Card Applicant to Citi workflow for bulk-online applications, a Registration ID and
Registration Passcode will be sent to you in separate e-mails so you can register for the CitiManager Site and enter your personal
details on the application. Some of the information on the application will be pre-filled for you. The first part of the process will register
you for the CitiManager Site, then you will complete the application. Refer to the Register for the CitiManager Site and Complete the
Application procedure in this topic.

If you are already registered as a CitiManager Site user, and your Program Administrator is requesting an additional card, you will
receive an e-mail with instructions for how to complete your application in the CitiManager site. Refer to the Log In to the CitiManager
Site and Complete the Application procedure in this topic.

You can view the status of your application in the CitiManager Site by using the username and passcode created during the application
process to log in and navigate to My Profile > Request History. Refer to the View Application and Maintenance Request History topic
in this user guide for additional information.

Once your card application is approved, the account will be linked to the CitiManager Site username and password that was created
during the application process. This will allow you to log in to the CitiManager Site to view balances, credit limits, statements and
perform other self-service tasks.

Step-by-Step Instructions

Screen ‘ Step/Action

1. Navigate to citimanager.com/login.

Py

citi CitiManager

Apply for a Card Today > % Need Assistance?

The CitiManager site login screen displays.

2. From the CitiManager Site Login screen, click
the Apply for a Card Today link that displays on
the top-right side of the screen.

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Commercial Card

The User Registration screen displays.

0
JOHSTIITH ~
EOMP ANY-NAME

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling Have any Questions? Click learn more for Managing your card with CitiManager is now
expenses, CitiManager makes managing video tutorials and frequently asked easier than ever! Find out what you can do.
your Citi Commercial Card quick and easy. questions.

CitiManager Site Login Screen

13
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3. Select the Prefilled Application Code radio
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User Registration

€ Welcome to CitiManager, Please select the proper registration process for your organization. You should have received one of the following codes
from your Program Administrator. If you do not have a code, please contact your Program Administrator

Invitation Passcode
® Prefilled Application Code

m Rt

User Registration Screen

citl CitiManager button and click the Continue button.
I | 7re Registration ID/Passcode screen displays.
LOGIN

m K cLER cnee

User Registration — Invitation Passcode/Inviter’s Email Screen

4. Inthe Registration ID field, type the Registration
T CitiManager . ..
citi 9 ID sent to your e-mail address by Citi.
I | nvote: The Registration ID field is case sensitive.
LOGIN . . .
Vset Regiariion 5. Inthe Registration Passcode field, type the
1. Registration IDIPasscods Registration Passcode sent to your e-mail
address by Citi.
o You will be prompted in the next four steps ta register for the CitiManager website and complete the card application
Step 1 of 4: - Please enter the Registration ID and passcode provided by your organization. Please contact your card program administrator if you . . . .
do not have these details Note: The Registration Passcode field is case
sensitive.
112g5j211n9d9sT
6. Click the Continue button.

The User Registration — Sign-on Details screen
displays.

Note: All new Card Applicants are required to
create a user profile for the CitiManager Site
during the application process.




PR
ITI

CitiManager Site Quick Start Guide — Commercial Cards — Cardholder | Getting Started C

Screen Step/Action

7. Inthe Username field, type a username that
meets the username requirements.

GIN in awindow as you type your username. A

.

citi CitiManager

User Registration checkmark displays when the requirement is
2. Sign-on Details try and " .
_— fulfilled.

€ Step 2 of 4: - Please complete the information below to create your CiliManager User Profile. It is important you remember these details as your

username and password will be used for future CitiManager log-in and your verification question will be used by the Helpdesk for authentication in case you 8 In the Password ﬁe|d’ type a password that
forget these details
meets the password requirements.

SIGN.ON DETAILS o
i Note: The password requirements display
in awindow as you type your password. A
checkmark displays when the requirement is

NFIRM PASSWORI fulfilled.

chuatl@

9. Inthe Confirm Password field, retype the
password.

........ 10. From the Helpdesk Verification Question
L SK VERIFICATION ANSWER drop-down list, select a verification question.

Note: You may be asked this question by Citi
when you contact the Help Desk for assistance.

PERSONAL INFORMATION ©
Mary o po . o
- 11. In the Helpdesk Verification Answer field, type
[ the answer to the verification question you
selected.

UNITED STATES OF AMERICA -

R 12. In the Confirm Helpdesk Verification Answer
ByIaseI212 field, re-type the Help Desk verification answer

to the question you selected.
1"min

DRESS 13. Scroll to the Personal Information section and
Mary.Jones@noemail.com complete the flelds

Mary.Jones@noemail.com Note: An asterisk (*) indicates a required field.

m . 14. Click the Continue button.

A confirmation message displays indicating
your user ID has been created.

User Registration Screen — Sign-on Details

Note: The CitiManager Site will send an e-mail
confirming the registration and username
created.
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cit

Screen ‘ Step/Action

Confirmation Message

Your user ID has been created successfully. Please
proceed further to apply for a card

15. Click the OK button.

The User Registration Apply for Card — Card
Application Details screen displays.

Note: If your company is configured for multiple

companies and languages, the Country and
Language screen will display. Select the
applicable country and language and click the
Continue button.
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Screen Step/Action

.

citi CitiManager

LOGIN
User Registration Applv for card

4. Card Application Details
€ Step 4 of 4: - Please complete the form below and submit

FORM DETAILS

18 Agency - US
Citil k Commercial Card
Card Embossing ()
Mary
Jones
¢
Contact Information
Residence Information ®
Additional Information ®
Spending Controls (©)]

As a service, Citi may notify you about important updates to your Account via an automated dialing system, pre-
recorded messages and/or SMS text messages to your wireless device. Examples might include notification of
returned mail or suspected fraud on your account. The typical wireless charges may apply from your wireless
carrier, however, there is no charge from Citi Should you provide us with your mobile number at any time, you
agree that Citi may use your mobile number to contact you. Should you prefer to not receive these notifications
on your wireless device, you may opt out by emailing the Bank at optoutcellconsent@citi.com

VIEW/ UPLOAD ACCOUNT DOCUMENTS ~ SAVE AS DRAFT CANCEL

User Registration Apply for Card — Card Application Details

16. Complete the required fields on the application.

Note: An asterisk (*) indicates a required field. If
you are unable to complete the required fields,
you can save the application as a draft and
return to it later.

Note: If your company allows Cardholders to
add attachments, such as training certificates
or statements of understanding you can attach
the documents during the application process.
You can add a maximum of five attachments.
Supported file types include jpg, jpeg, png and
pdf. Each file must be 5MB or less. Scroll to

the bottom of the screen and click the View/
Upload Account Documents link. When the
View Account Documents screen displays,
click the Add Document button. In the
Document Name field, type the name of the
document (there can be no special characters in
the document name). Click the Browse button
and navigate to the document you want to
attach and click the Open button (there can be
no special characters in the file name). When
the document name displays in the Select File
to Upload field, click the Upload button.

17. Click the Submit button.

An application submission confirmation
message displays.

18. Click the OK button.
The CitiManager Site Login screen displays.

Note: The application is sent to Citi for
processing. You will receive your card in
approximately 7-10 days.
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Register as a Cardholder
Key Concepts

As a Cardholder it is possible to register for the CitiManager Site so you can view your account information, view statements and
balances and perform other self-service tasks such as set your alerts or view your PIN.

To complete the registration process, you will need the following information:

» Your credit card number.

« The CVV security code from the back of your credit card.

« The last four digits of your Employee ID/Social Security Number that were provided to you during the application process.

Step-by-Step Instructions

Screen ‘ Step/Action

. 1. Navigate to citimanager.com/login.

~

citl CitiManager

potes fyou clcled the Click fo register today?

link from the Welcome to CitiManager e-mail
sent to you, start the registration process from

userio Password

— Step 3.
DOWNLOAD THE CITIMANAGER APP C|t|'
Manage your Citi 2. Click the Register as a Cardholder link.
Commercial Card The Register for Online Access screen displays.
CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now
expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.
Citi Commercial Card quick and easy.

== Leosr Mors Lesmbiore

CitiManager Site Login Screen

18
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Screen | Step/Action

= o 3. Inthe Credit Card Number field, type your
citl | CitiManager Engish + 16-digit credit card number.

I . 1n the Security Code (CVV) field, type the CVV

security code that displays on the back of your
credit card.

Register for Online Access D ) )) ) 1 5. Click the Continue button.

Enter the credit card number and security code (CVV) on

your new card to get started. i i The Verify ldentlty screen displays.

Continue Cancel

Register for Online Access

. 6. Inthe Last 4 of Social — OR — Employee ID

citi CitiManager English — OR — Date of Birth field, type the number
_ that was provided by your company during the
application process. This number is either the
last four digits of your social security number
(SSN) or the last four digits of your Employee ID

Welcome, Sajjan137 = depending on your agency/organization set-up.
B T /r/;\?\ E— Note: If you are a non-US Cardholder, the Date
details that only you would know. \ [ . ! i X
Je of Birth field displays. Type you date of birth
in mm/dd/yyyy format or select it using the
Last 4 digits of SSN -OR* Employee ID Calendar.

....l
7. Click the Continue button.

The Verification Method screen displays.

Last 4 of Social — Employee ID — Date of Birth
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citi

Screen | Step/Action

One-Time Identification Code

8. Select the radio button for the phone number
citi CitiManager - where you want to receive the one-time
Note: If you are not able to receive a one-time
passcode using the available options, click the
Register using temporary credentials, we’ll
Verification Method //:\\\ send to the email we have on file link. The
We'll finish the verification process by sending you a One- N . . .
Time Identification Code to 2 number you've already screen will refresh and a Reglstratlon ID and
rovided. Please select the number below.
’ — Passcode will be sent to your e-mail address.
Where should we send your code?
e Enter your Registration ID and Passcode and
Call Dffice (+*+-+++-0945) continue to Step 12.
Call Home (*
Call Mobile (++=-+++-9789) 9. Click the Continue button.
Register using temporary credentials, we'll send to the email we
have on file The One-Time Code field screen displays.
Verification Method
10. In the One-Time Identification Code field, type
citi CitiManager English = the one-time passcode code that was sent to
the option selected.
2:46 Note: The one-time passcode expires after
Time remaining te enter code
“ three minutes and you have six attempts to
— enter it correctly. The time remaining displays
One-Time C°_‘_je _ Q at the top of the screen. If time expires before
Enter the One-Time Identification Code sent to your mobile . .
phone (+++-+++-8892). the one-time passcode is entered correctly, a
Time desticaton G message window displays. Click the Try Again
""" button and then click the Resend code link to
have a code sent again.
11. Click the Continue button.

The Sign On Details screen displays.
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Screen | Step/Action

12. In the Username field, type a username that
crt CitiManager meets the requirements.

Sign On Details exists, you will be asked to enter a different one.

Let's set up your username and password for your new account.

13. In the Password field, type a password that
\ ODesino23 meets the requirements.

14. In the Confirm Password field, re-type the
password.

o

« 12 -18 characters
« Include 1 letter

+ Include 1 number
« A character canno

™
o

M2 |

15. In the Primary Email Address field, verify the

ot resppear more than twice e-mail address that is pre-populated based
O on the e-mail address provided during the
application process and update it if necessary.

Password Strength: Strong

Note: This is the e-mail address that will be
used as your primary e-mail address in your
CitiManager Site Profile.

‘ maT5455@nonoemail. com

beenate Email Address (Optiona 16. In the Alternate Email Address (Optional) field,
maT5455@noemail.com| type an alternate e-mail address.

. Note: This is an optional field. The alternate
e-mail address can be used for alerts.
Sign On Details 17. Click the Continue button.

The Client Services Verification screen displays.

18. From the Client Services Question drop-down
list, select the question that will be used to
verify your identity when you call Customer
Service.

citi CitiManager

19. In the Client Services Answer field, type the

. answer to the question you selected.
Customer Services

Verification

Select a question and create an answer to verify your SenSitive.

identity anytime you call-in or contact Customer Services.
o e e Guesion P T T 20.In the Confirm Client Services Answer field, re-
What is your Mother’s b e - E’ type the answer to the question you selected.

Note: This is a free-form field and it is not case

21. Click the Continue button.

The Review and Register screen displays.

Continue Back Cance

Customer Services Verification

21
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Screen ‘ Step/Action

citi CitiManager

Review and Register

Almost done! Review and confirm your details to complete
the registration process.

Account Details

Username

Card Number

Account Name 52

Register Account Back

Review and Register

22.Review the information displayed and when you
are finished, click the Register Account button.

The Confirmation screen displays indicating you
have successfully registered your account.

citi CitiManager

All set, Sajjani137
o You've successfully registered your account.

Please keep this new username and password for futur

CitiManager® access.

Download the CitiManager® App

Manage your new Citi Corperate Card on the go.

- - SRS
] App Store - % 4
[E

Sign On

23.To continue to the CitiManager Site, click the
Sign On button.

The Security Questions screen displays.

Note: When you log in for the first time, you will
be asked to select and answer three challenge
questions. For subsequent logins, you may be
asked to answer one of the challenge questions
to complete the log in process.

22
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Screen | Step/Action

24.Select, answer and confirm three challenge
questions and click the Save button.

Security Questions The CitiManager Site Home screen displays.

Select security questions and set answers to verify your identity anytime you log into your account Note' YOU cannot SeleCt a Chal Ienge q uestion
Security Question 1
more than once.

n which city were you born?

Security Question Answer 1 Confirm Security Question Answer 1

Security Question 2
What is your nickname?

Security Question Answer 2 nfiem Sacurity Question Answer 2

Sacurity Question 3
Wha is your favorite singer?

Security Question Answer 3

Security Questions

Log In/Out of the CitiManager Site
Key Concepts

In order to access your account information in the CitiManager Site, you must login to the application using a valid username and
password and then you may be asked to answer a challenge question. Based on your organization’s set-up, you may be required to
enter a one-time passcode (OTP) instead of answering a challenge question.

If you cannot remember your username or password, refer to the Retrieve Forgotten Username or Reset Forgotten Password topics in
this user guide.

If you need additional information about CitiManager Site registration, refer to the Register as a Cardholder topic in this user guide.

When logging out of the CitiManager Site, be sure to use the Sign Out link so the system closes all your current session information
properly.

Do not close the CitiManager Site by clicking the browser or tab Close [X] button. Even though the browser/tab closes, your session
remains open. You will either need to clear your cache or close your browser to end the session.

You will be automatically logged out of the CitiManager Site after 15 minutes of inactivity. If you receive an expiration warning
message, you can click the OK button to keep your session open.
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citi

Step-by-Step Instructions

Screen ‘ Step/Action

Company
CNH GLOBAL US-US ~

Welcome, Lessie
My Profile | Sign Out

CitiManager E@I

Sign Out

= = 1. Navigate to citimanager.com/login.
citi CitiManager iomn
T P 2. From the CitiManager Site Login screen, type
your User ID and Password in the required
fields.
DOWNLOAD THE CITIMANAGER APP 3 CIICk the Slgn On bUtton’
Manage your Citi The Answer Challenge Question screen
Commercial Card displays.
Note: If the One-time Passcode receipt option
screen displays, select how you would like to
CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager reCeiVe your One_time paSSCOde (the teXt Option
is recommended provided your mobile phone
number is current in your profile) and click the
Continue button. When the eight-digit code
is received, type it in the field displayed on the
CitiManager Site One-time Passcode screen
Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now . .
expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do. and Clle the Contlnue button.
Citi Commercial Card quick and easy.
==
CitiManager Site Login Screen
4. Inthe challenge question field, type the answer
citi CitiManager to the challenge question.
UEEL] The CitiManager Site Home screen displays.
Answer Challenge Question .
9 You have successfully logged into the
@ Answer the challenge question to continue CitiManager Site.
Answer Challenge Question Screen
6. When you are ready to log out, from the

CitiManager Site header, click the Sign Out link.

The screen refreshes and the CitiManager Site
Login screen displays.
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Reset Forgotten Password

Key Concepts

If you forget your password, you will need to reset it to log in to the CitiManager Site.
To retrieve your password, the following information is required:

« Avalid User ID (Username)
« The last six digits of your account number if you have multiple card accounts. If you only have one card account, the last six digits of

your account number are not required.
« Challenge question answer, zip code or date-of-birth associated with your card account to verify your identity

You can also contact your Program Administrator for help retrieving your password.

Step-by-Step Instructions

Screen | Step/Action

Cifi | CitiManager E\‘ﬁh i 1. Navigate to citimanager.com/login.

2. Click the Forgot Password? link.

The Forgot Password — Select Access Level

User 1D Password

screen displays.
Farny
DOWNLOAD THE CITIMANAGER APP CI I

Manage your Citi

Remember User ID

t B3
f 1234 0012 345k 7899
Commercial Card

JOHN SMITH

Manage Your Travel on the Go! Need Help Navigating CitiManager? Top 10 Features on CitiManager

Manage your travel on the go with Click learn more to watch our quick Managing your card with CitiManager
CitiManager. View the site for tips and video tutorials that will help you to use is now easier than ever! Find out what
frequently asked questions. CitiManager. you can do.

Learn More Learn More Learn More

CitiManager Site Login Screen
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Screen | Step/Action

citi CitiManager

signon /

Forgot Password ©®

o ®

Select Role Enter Datails

Select Access Level
Based on your access level, please selec
Seiect Access Level

(&) Cardholder

This is my only role, | have atlest one physical card and may also have virtual card(s).
Non-Cardholder

i adminisrator (supervisor, appeaver or verifying officer) for my company.

Card Applicant

'm waiting on my card ta arrive.
Virtual Cardholder
This is my only role. and | only have i

Cancel

he appropriate option. Please note: if you have multiple acce

@ ®

Verify Identity Reset Password

s levels, do not select Virtual Cardholde

Forgot Password — Select Access Level Screen

3.

From the Select Access Level options, click the
Cardholder radio button and click the Continue
button.

The Forgot Password — Enter Details screen
displays.

s

citi CitiManager

SignOn /

Forgot Password @

© @
R

Select Role Enter Details

Enter Details
Enter details to reset your account password
* UserID

tuser777

Cancel

s oy
&) &

Verify Identity Reset Password

Forgot Password — Enter Details Screen

4.

In the User ID field, type your username.

Note: If you have more than one card account,
you will also need to type the last six digits of
the account number in the Last 6 Digits of Card
Number field.

Click the Continue button.

The Forgot Password — Enter Details Screen —
Verify Identity fields display.
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Screen | Step/Action

ey

citi CitiManager
SignOn /
&

Forgot Password ®

) o D '
(f—4/———————— (3) (a)
\J 2/ ZJ

Select Role Enter Details Verify Identity Reset Password

Enter Details

Enter details to reset your account password.

* User ID # Last 6 Digits of Card Number

saleem_turk?2 . -

We need to verify your identity.
Select one of the following to complete identification verification
* Verification Method * Zip Code

ZIP Code v

Conee!

54023

Forgot Password — Enter Details Screen — Verify Identity Fields

6. From the Verification Method drop-down list,
select how you would like to verify your identity.

Note: You can choose to answer a challenge
question or enter your zip code or date-of-
birth. If your challenge questions have not been
set-up or your date-of-birth or zip code have
not been associated with your card account,
they will not display as an option from the
drop-down list. You have three attempts to
validate your identity accurately and then your
account will be locked. Contact your Program
Administrator or call the number on the back of
your card for assistance.

The verification field displays.

7. Typethe answer to the verification question
and click the Continue button.

The Forgot Password — Choose Contact
Method screen displays.

citi CitiManager

SignOn /

Forgot Password @

;] 3

Enter Details Verify Identity Reset Password

Select Role

Choose Contact Method

our prot W

one-time verification

%) Text Mobile *.4796)
Call Office (*+*-#++-7890)

Call Mobile {*++.4++.4796)

Forgot Password — Choose Contact Method Screen

8. Select the radio button for the desired receipt
option for a one-time-passcode and click the
Continue button.

The Forgot Password — Verify Code screen
displays.
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citi

Screen ‘ Step/Action

Select Role Enter Details Verify Identity

Create a New Password

b Update Password

Forgot Password — Create a New Password Screen

- - 9. Inthe ldentification Code field, type the OTP
citi CitiManager
that was sent you and click the Continue
I oo
Forgot Password @ The Forgot Password — Create a New Password
screen displays.
: . . ‘
Verify Code
Forgot Password — Verify Code Screen
10. In the New Password field, type your new
citi CitiManager
password.
I |\ (- Confirm New Password field, re-type
signo your new password.
Forgot Password @
12. Click the Update Password button.

A confirmation message displays on the
CitiManager Site Login screen indicating your
password has been reset.
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Retrieve Forgotten User ID (Username)
Key Concepts

If you forget your User ID (Username), you will need to retrieve it to log into the CitiManager Site. When you are finished submitting the
request, your User ID will be sent to your e-mail address.

To retrieve your User ID, the following information is required:

« Your full account number and the CVV (Card Verification Value) that displays on your card
» The embossed name as it appears on your card
« Challenge question answer, zip code or date-of-birth to verify your identity

Step-by-Step Instructions

Screen | Step/Action
. B - 1. Navigate to www.citimanager.com/login.
citi’ CitiManager Em;“j -

The CitiManager Site Login screen displays.

2. Click the Forgot User ID link.
The Forgot User ID — Select Access Level
per 0 pasnord screen displays.

Pirn
DOWNLOAD THE CITIMANAGER APP cltl

Manage your Citi
Commercial Card

Remember User ID

-
1234 DOk 345k 2899

JOHN SMITH

Manage Your Travel on the Go! Need Help Navigating CitiManager? Top 10 Features on CitiManager
]
N == 4
Manage your travel on the go with Click learn more to watch our quick Managing your card with CitiManager is
CitiManager. View the site for tips and video tutorials that will help you to use now easier than ever! Find out what
frequently asked questions. CitiManager. you can do.

CitiManager Site Login Screen
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Screen | Step/Action

3. From the Select Access Level options, click
the Cardholder radio button and then click the

ot CitiManager

Signon / The Forgot User ID — Enter Details screen
Forgot User ID ©® displays.

© ©) ® ®

Select Role Enter Details Verify Identity Retrieve User ID

Select Access Level

on your access level, please select the appropriate option. Please note: if you have multiple access levels, [

do not select Virtual Cardholder.
Select Access Level

) Cardholder

Non-Cardholder

Card Applicant

Virtual Cardholder
s is my only role, and | anly have virtual card

Cancel Continue

Forgot User ID — Select Access Level Screen

citi’  CitiManager 4. Inthe Full Card Number field, type your full
card number.
Signon 5. Inthe CVV Code field, type the CVV that
Forgot User ID @ displays on your card.
‘ ° A 6. Click the Continue button.
o o o The Forgot User ID — Enter Details Screen —
EnterDetails Verify Identity fields display.
Note: You have three attempts to enter valid
: account information and then your account will
[Coa | be locked. Contact your Program Administrator
or call the number on the back of your card for
assistance.

Forgot User ID — Enter Details Screen
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Screen | Step/Action

cifi’ | CitManager 7. From the Verification Method drop-down list,

Iy | et Mowyouwould ke toveriyyouridentity

Sign On

Note: You can choose to answer a challenge
question or enter your zip code or date-of-
birth. If your challenge questions have not been
O— o @ set-up or your date-of-birth or zip code have
see ol i baists Pz ety antm el not been associated with your card account,
they will not display as an option from the

Forgot User ID ©®

Enter Details

e soime nkcemaion foretrievegcunvserk drop-down list. You have three attempts to
validate your identity accurately and then your
. - account will be locked. Contact your Program
We need to verify your identity. Administrator or call the number on the back of

Select one of the following to compl| entification verification

your card for assistance.

* Verification Method * What is your mother's maiden name?

Challenge Question % ‘ |

(o | |,

The verification field displays.

. Type the answer to the verification question
and click the Continue button.

Forgot User ID — Enter Details Screen — Verify Identity Fields The Forgot User ID— Choose Contact Method

screen displays.

cifi’  CitManager 9. Select the radio button for the desired receipt
I | opuonforacne-time-passcodeand click the
Continue button.
SignOn /
Forgot User ID ® The Forgot User ID — Verify Code screen
displays.
® Z @ ©)
Select Role Enter Details Verify Identity Retrieve User ID
Choos: ntact Method
For yo ve'd like to send a one-time veri Please tell us h gl

®) Text Mobile (+1-#**.*++.2697)
Call Office (XXXXXX9232)
Call Home (XXXXXX269T)

Call Mobile (+1-**+-+#2.2697)

Cancel Back ‘ Continue

Forgot User ID — Choose Contact Method Screen
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Screen ‘ Step/Action

citi’  CitiManager 10. In the Identification Code field, type the OTP
that was sent you and then click the Continue
[N
:r:;tluﬁr D@ The Forgot User ID — View User ID screen
displays and your User ID displays in the
© o @ Retrieve User ID field. Your User ID is also sent
Select Role Enter Details Verify Identity Retrieve User ID

to the e-mail address on file.
2:58

Time remaining to enter code

Verify Code

Enter the One-Time Identification Code sent to your mobile phone (+1-%+*-*#+.2697),

* dentification Code

Cancel Back

Forgot User ID — Verify Code Screen

offi’ | CitiManager 11. To navigate to the CitiManager Site Login
Note: Click the Copy button to copy your User
SignOn /
. ID. Click the Forgot Password button to reset
your password.
Select Role Enter Details Verify Identity Retrieve User ID
View User ID
I;ZADADAD # Copy

Forgot Password ‘ Sign On

Forgot User ID — View User ID Screen
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My Profile

Update User Preferences

Key Concepts

Itis possible to update the following CitiManager Site user preferences:

Help Desk verification question and answer

Language

Hierarchy Sorting (Unit name or number)

Date Format
Time Format
Time Zone
Currency Format

The Help Desk verification question/answer may be used to confirm your status with Citi when you call the Help Desk.

Step-by-Step Instructions

Screen ep/Action

CITI® COMMERCIAL CARDS

CitiManager

$20,000.00

Credit Limit

Recent Activity

Recent Authorization(s)

‘Company —_—
GTD US-US amou | X4

s17,959.64

Available Credit @

s2,040.36

Current Balance

CHATWITHUS #@ | Contact Help Desk.

ctr

s1,983.36

Due by 11/09/2022 @
Make a Payment

Advanced Search >>

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS
10/19/2022 13:46:02 Airport 57.00 Approved
View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT

10/19/2022 10/19/2022 PAYMENT RECEIVED — THANK 1 -426.24 >

10/19/2022

View All

10/20/2022

Airport

1

57.00

CitiManager Site Home Screen

From the CitiManager Site header, click the
My Profile link that displays under your name.

The My Profile — User Preferences screen
displays.
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Screen Step/Action

CITI® COMMERCIAL CARDS
T T

Welcome, CE

_— Company
A  CitiManager CEDOD TRAVEL IB-US iy Profile | Sign Out

HOME
My Profile: User Preferences

CONTACT INFORMATION 0 Update your preferences. The fields marked with an asterisk (*) are mandatory.

CARD MAINTENANCE SELECT YOUR HELP DESK VERIFICATION QUESTION
Mother's Maiden Name -
USER ROLE AND HIERARCHY
YOUR ANSWER
ENTITLEMENTS
USER PREFERENCES

CONFIRM YOUR ANSWER
CHANGE PASSWORD -
RESET CHALLENGE o RED | ANGUAGE O . ~
QUESTIONS PREFERRED LANGUAGE (FOR CORRESPONDENCE)

ENGLISH -
MERGE USERNAMES

PREFERRED HIERARCHY SORTING
CHANGE PRIMARY COMPANY

UNIT NUMBER ad
LINK/UNLINK CARD ACCOUNT

PREFERRED DATE FORMAT
ASSIGN/UNASSIGN MM/DDIYYYY -
ALTERNATE USER

PREFERRED TIME FORMAT
APPLY FOR NEW CARD

12hr clock hd
REQUEST HISTORY

PREFERRED TIME ZONE
CITIMANAGER LOG IN

HISTORY PST-Pacific Standard Time h

PREFERRED CURRENCY FORMAT

System Default -

SAVE CHANGES UNDO CHANGES

My Profile Screen — User Preferences

2. Make any necessary changes to your user
preferences.

Note: An asterisk (*) indicates a required field.

3. When you are finished, click the Save Changes
button.

A confirmation message displays at the top of
the screen.
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| M

y Profile

View Application and Maintenance Request History

Key Concepts

You can view information about your account application and maintenance requests including the following information:

Step-by-Step Instructions

Request ID
Status
Request Type

The date the request was last modified
Audit information such as which fields have changed, when they were updated and by whom.

Hierarchy

Screen ‘ Step/Action

CITI COMMERCIAL CARDS

CitiManager

$20,000.00

Credit Limit

Comuany
GTDUS-US

$17,959.64

Available Credit @

$s2,040.36

Current Balance

CHATWITHUS 8 | Contact Help Desk

citi

s1,983.36

Due by 11/09/2022 @
Make a Payment

Recent Activity
Advanced Search >>

Recent Authorization(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

10/19/2022 13:46.02 Airport 57.00 Approved
View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT

10/19/2022 10/19/2022 PAYMENT RECEIVED — THANK 1 -426.24

10/19/2022

View All

10/20/2022

Airport

1

57.00

CitiManager Site Home Screen

From the CitiManager Site header, click the
My Profile link that displays under your name.

The My Profile — User Preferences screen
displays.
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My Profile

Cl

Screen Step/Action

L

CITI® COMMERCIAL CARDS

CitiManager

HOME

Welcome, CE

Company
CE DOD TRAVEL IB-US | My Profile | Sign Out

My Profile: User Preferences

CONTACT INFORMATION

CARD MAINTENANCE

USER ROLE AND HIERARCHY

ENTITLEMENTS

USER PREFERENCES

CHANGE PASSIWORD

RESET CHALLENGE
QUESTIONS

MERGE USERNAMES

CHANGE PRIMARY COMPANY

LINK/UNLINK CARD ACCOUNT

ASSIGN/UNASSIGN
ALTERNATE USER

APPLY FOR NEW CARD

REQUEST HISTORY

CITIMANAGER LOG IN
HISTORY

o Update your preferences. The fields marked with an asterisk (*) are mandatory.
SELECT YOUR HELP DESK VERIFICATION QUESTION

Mother's Maiden Name -

YOUR ANSWER

CONFIRM YOUR ANSWER

PREFERRED LANGUAGE (FOR CORRESPONDENCE)

ENGLISH A

PREFERRED HIERARCHY SORTING

UNIT NUMBER A
PREFERRED DATE FORMAT

MM/DDIYYYY A

PREFERRED TIME FORMAT
12hr clock A

PREFERRED TIME ZONE

PST-Pacific Standard Time -
PREFERRED CURRENCY FORMAT

System Default -

SAVE CHANGES UNDO CHANGES

My Profile — User Preferences Screen

2. Click the Request History link.
Alist of application and maintenance requests
display.

Note: If there are no requests, a message
displays indicating there are no requests for this
user.

L

‘GITI® GOMMERGIAL GARDS

CitiManager

HOME

‘Gontact Help Desk

Welcome, CE
My Profile | Sign Out

Company
il | TRAVEL 1B - US citi

My Profile: Request History

CONTACT INFORMATION

CARD MAINTENANCE

USER ROLE AND HIERARCHY

ENTITLEMENTS

USER PREFERENCES

CHANGE PASSWORD

RESET CHALLENGE QUESTIONS

MERGE USERNAMES

CHANGE PRIMARY COMPANY

LINK/UNLINK CARD ACCOUNT

ASSIGN/UNASSIGN ALTERNATE
USER

APPLY FOR NEW CARD

REQUEST HISTORY

@) List of Application and Maintenance Requests

DOWNLOAD (Xis

VIEWING1-100F 23 | < 1/2]3] >

REQUESTID v STATUS % REQUEST TYPE & LAST MODIFIED DATE ¢ MODIFIEDBY &
6162673104 Processed Individual online 07/23/2020 01:37.08 ~ CETEST
maintenance ACCOUNT 22
6139692013 Pending Account Upgrade 04/29/2020 04:12:02 CETEST
ACCOUNT 22

My Profile — Request History Screen

3. To sort requests, click on header in which you'd
like to sort the requests.

4. To view the hierarchy, expand the row for the
desired request by clicking the ellipsis (...) link
that displays to the right of the screen.

5. To view the details of a specific request, from
the Request ID column, click the link for the
desired request.

The application or maintenance request details
display with the approval history.
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Screen ep/Action

ouMERGLCArs = 6. Toview additional information from the
A CitiManager BB TRAVELIB-US e Sonout citi Contact Information, Additional Information,
HOME . MY PROFILESREGUEST HISTORY Spending Controls sections or to view the
Request History CitiManager Cardholder Account Agreement,

click the (+) plus sign expand button from the
section header as necessary.

(€) View Requests_ Fields marked with the (§) symbol are not real time fields. Fields marked with (+) indicate a previous maintenance request
has been submitted but not yet processed

Request Details

S - - 7. Toview the Audit Log, scroll to bottom of screen
6162673104 Processed 07/23/2020 01:37-08 35602 C||Ck the View Audit Log button.

DOD CARD ACCOUNT MAINTENANCE -IBA . .
The Audit Log displays.
DEMOGRAPHICS ®

EXPIRATION DATE §

FIRST NAME

MIDDLE INITIAL

LAST NAME

MAILING ADDRESS LINE 1

MAILING ADDRESS LINE 2

MAILING ADDRESS LINE 3

ALTERNATE EMPLOYER'S NAME

SUPERVISOR EMPLOYER'S ADDRESS

SUPERVISOR PHONE NUMBER
ADDITIONAL ®

DOD CARD ACCOUNT MAINTENANCE - IBA

Approval History

ACTION DATE/TIME APPROVER RE-APPLY DESCRIPTION
Approved 07/23/2020 Kevin.Smith@noeamilcom
01:37.09

VIEW AUDIT LOG VIEW ACCOUNT DOCUMENTS  CANCEL

My Profile — Request Details Screen
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Screen

Step/Action

ﬁ CitiManager

HOME ' MY PROFILE:REQUEST HISTORY

View Audit Log

€Y View applications and maintenance request audit history

Company.
CE DOD TRAVEL IB - US

Welcome, CE
ign

My Profile

Viewing 1-100f22 | «| 1123 »
Date & Time Of Change ~ Changed By Type Of Updated Field 0Id Value NewValue  Messages FIELD
Update STATUS
07/23/2020 SYSTEM Status NA Processed
01:37:15 PM
07/23/2020 SYSTEM Status NA Initiate Approved
01:37:09 PM
07/23/2020 SYSTEM Request NA
01:37:15 PM
07/23/2020 SYSTEM Field Mailing Address 1 PENNS WAY
01:37:09 PM Line 1
07/23/2020 SYSTEM Field Mailing City NEW CASTLE
01:37:09 PM
07/23/2020 SYSTEM  Field Mailing Country ~ UNITED STATES OF
01:37:.09 PM AMERICA

Audit Log Screen

8. When you are finished viewing the Audit Log,
scroll to the bottom of the screen and click the
Back button.
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Statements
View and Download Recent Transactions
Key Concepts

Recent unbilled transactions are transactions that have posted to your account but have not yet billed to a statement. The recent
unbilled transactions that display will appear on your next statement. The information displayed on the Recent screen is not
considered a final statement.

You can download transactions for individually or centrally billed accounts.

If you wish to print your recent transactions, it’s recommended you download the transactions in Excel format. Once the document is
open, you can print it by selecting Print from the File menu.

Step-by-Step Instructions

To View Recent Transactions

Screen ‘ Step/Action

=il | 1. From the CitiManager Site side navigation
SR TIOEMOTRAVEL U C2-Us = o 5arod DX ati bar, position your mouse over the Statements
button and then click the View Recent link that
displays at the top of the fly-out menu.

Statements Vie L 2,291 _37 $ 1 ,208-63 $604-29

2010 Available Credit @ Current Balance Du;:ze(]:l;:!zn(::gt (] The Statements — Recent screen displayS. An

JUN20 JUL 20 overview of the account displays at the top
of the screen. Recent activity displays at the

bottom of the screen.

Go Paperiess

Advanced Search >>

[

Note: If you have more than one card account,
click the account number drop-down arrow

in the Statements header to toggle between
accounts.

Scheduled & Past Payments

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

07/28/2020 - SUPERCENTER #928 - 10.00 Approved

0712912020 - SUPERCENTER #928 - 1474 Decline

CitiManager Site Home Screen — View Recent Link
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Statements

Screen Step/Action

e Company
CitiManager 1B COMPANY - US

HOME

Statements

RECENT APR ZOTT FEB 2017

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

Welcome, JOHN C

My Profile | Sign out

= STATEMENTS

m proRETONs

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXX667203 JOHN C CARD $2,258.20 $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/2017 04/17/2017 OF 04/17/2017 OF 04/17/2017
$ 0.00 $0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 0512312017
$0.00
$0.00
Recent Activities Hotel n
ADVANCED SEARCH »»
DOWNLQAD (P L
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS ! 200

2. To search for a specific transaction amount,

Statements Screen — Recent Transactions/Search

date or description, type the search criteria in
search field that displays in the upper-right
corner of the Recent Activities section and click
the Search button. Click the Advanced Search
link to access additional search criteria.

The transactions are filtered by the search
criteria entered.
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Screen ep/Action

s Company Welcome, JOHN C
CitiManager IB COMPANY - US My Profile | Sign Out

HOME

Statements

RECENT

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXXE667203 JOHN C CARD $2,258.20 $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/2017 0a/17/2017 OF 04/17/2017 OF 04/17/2017

$0.00 $0.00 $0.00

TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 052312017

$0.00
$0.00

Recent Activities Hotel nﬂ

ADVANGED SEARGH >
DOWNLOAD (PDF. CSV. XLS

EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS . 200
NY
REFERENCE NUMBER  TRANSACTION TRANSACTION TRANSACTION
24614029253253000000 AMOUNT CURRENCY DETAILS M=
576 400 usb More Information

m i

Statements Screen — Recent Transactions Additional Detail

3. Toview additional transaction detail, click the
ellipsis (...) link that displays on the right-side
of the row you wish to expand.

The row expands and additional transaction
details display.
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Statements

Step-by-Step Instructions

To Download Recent Transactions

Screen Step/Action

o Company
CitiManager 1B COMPANY - US

HOME

Statements

STATEMENTS

RECENT

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

Welcome, JOHN C

My Profile | Sign Out

CARD NUMBER NAME ON CARD TOTAL BALANCE
KXXXXXXXXXE6T203 JOHN C CARD $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS
05/14/2017 04/17/2017 OF 04/17/2017
$0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 0512312017
$0.00
$000
Recent Activities Hotel
DOWNLOAD (PDF, CS' LS
EXCHANGE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE

TRANSACTION TOTAL
$2,258.20

TOTAL CREDITS POSTED AS
OF 04/17/2017

$0.00

ADVANCED SEARCH »

AMOUNT  DISPUTE

03/14/2017 03/14/2017 HOTELS

m v soRzTONs

1

4.00

Statements Screen — Recent Transactions Download Link

From the Statements — Recent screen, click
the Download link that displays under the
Recent Activities header.

The download options display in a new window.
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Screen ‘ Step/Action

2. Select the radio button for the desired
download format and click the Download
button.

Note: The download options are Comma
Separated Value (CSV) or Excel (XLS).
T Excel is the default option.

Please select a download format.

A download message displays stating that the
file will be cached to your computer.

Statement Screen — Download Options

3. Click the OK button.

A message displays at the top of the screen
indicating your document is ready for download
and the browser document option window
displays. The location of the Save or Open
options vary based on your browser settings.

Please note that the downloaded file may be
cached on your computer.

— e

Statements Screen — Download Message
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Statements

Screen Step/Action

Company
IB COMPANY - US

CitiManager

" Your file is ready for download.

Recent Activities

DOWNLOAD (FDF, XLS!

TRANSACTION DATE POSTING DATE

TRANSACTION DETAILS

Welcome, JOHN C
My Profile | Sign Out

Transaction Details, Amount or Date

ADVANCED SEARCH »>

EXCHANGE RATE AMOUNT

03/14/2017 03/14/2017 RENTALS
03/14/2017 03/14/2017 HOTELS
03/14/2017 03/14/2017 AIRLINES

176.99

29874

479.52

Do you want to open or save Statement.pdf from cafeuat.cards.citidirect.com?

< lighout the
b certain

Open Save i Cancel ¥
Statements Screen — Open Document
CITIBANK CORPORATE CARD Account Statement
Commerical Card Account
SMITH
Py Account Inquiries:
C I t I Toll Free: 1HE0024B553
Intemational: 18048547314 | Aocount Number: X000} XE0-6888
TDDITTY: (87T 057278
_ s " ~
rSl.mma'y of Accourt Activity ) Payment Information
Frevious Balnce 40,02 Mew Balancs 3000
Payments w501 Pest Cue Amount 000
Credits 0,00 Disputed Amount 0,00
Furchases & Cther Charges ©4099| | Amout Oer Credi Limit $000
Cash Trarsadiions £0.00 Iinimum Payment Cue S0.00
Cash Trareaction Fees 000 Payment Due Date: 1302017
Interest Chames. 000 Closing Date V052017
w o Deays in Blling Feriod X
r ATEY J
Credit Limit $10
Awvailbble Crecit Limit 10 ‘Send Notice of Billling Ermors and Cusformer Service Incpuiries toc
Cash Adhance Limit 51|  CITIBANK, N.A, PO BOX 6125, SICUX FALLS SDS7 1176125
FAuailale Cash Adance Limit 31
A »
T »
Post  Trans
Date  Date  MCC  Reference Number Description/Locafion Amount
0907 (903 5399 24692164810043848888 1  IN'BRECKENRDGE aed Us 473
PLOOMSS0ET08
0908 (904 5512 2423000(P48000013206353 2 LOLOWJJICEBAR ae4 Us 2025
0914 0914 000D 7448SC3PSBO000CCCDESES 3 COMMCARD WEEPAY 8501 PY
FINANCE CHARGE SUMMARY “Your Annual Percentage Rate (APR) = the annuelineree! s cn your scoount
Type of Balance Annual Percentage Rates Periodic Rate* Balance Subject to Finance Charges
PURCHASE AND FEES 0.00% 0.0000%% (M) $0.0
CASH 0.008% 0.000C% (W) 30.00
Kot
Marthly Fater

Statement — PDF

4. From the browser document option window,
click the Open button.

The document opens in the selected format.

Note: Once the document is open, you can print
it by selecting Print from the File menu.
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View and Download Statements
Key Concepts

You can view either your current statement or a statement from the previous 36 months. You can also view recent transactions that
have not billed to your statement.

The Statements screen displays the following information:

« Anaccount, balance and payment overview
« Alist of transactions that have billed to your account
» Transaction details

From the Statements screen you can also download your statement and dispute a transaction. You can download transactions for
individually or centrally billed accounts.

If you wish to print your statement, it’s recommended you download it in PDF format. Once the PDF document is open, you can print it
by selecting Print from the File menu.

Step-by-Step Instructions

To View Statements and Transactions

Screen ‘ Step/Action

1. From the CitiManager Site side navigation
CitiManager iy e v S e il el bar, position your mouse over the Statements
button and then click the icon for the statement
date you wish to view. Use the Back and

Statements YR 2,29137 $1,20863 $604.29 Forward (< >) arrows to navigate between

Available Credit @ Current Balance Due by 08/14/2020 @

2010 Make a Payment years.

JUN 20 JUL 20
The Statements screen displays for the month

selected. Billed transactions display at the
SofsenEs bottom of the screen.

Advanced Search >>

Payments

. Note: If you have more than one card account,
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS click the account numberd rOp—dOWn arrow

0712812020 - SUPERCENTER - 10.00 Approved in the Statements header to toggle between

07/29/2020 = SUPERCENTER &= 14.74 Decline accounts.

CitiManager Site Home Screen — Select Statement Date To view transactions that have posted to your
account but not yet to your statement, click the
View Recent link.
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Statements

Screen Step/Action

— Company
CitiManager 1B COMPANY - US

HOME

Statements

RECENT

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE

XXXXXXXXXX667203 JOHN C CARD $2.258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS
os/1af2017 04/17/2017 OF 04/17/2017
$0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/z017 05/14/2017 05/232017
$000
$0.00
Billed Transactions Hotel
DOWNLOAD (POF, CSV, XLS
EXCHANGE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE

Welcome, JOHN C

My Profile | Sign Out

TRANSACTION TOTAL
$2.258.20

TOTAL CREDITS POSTED AS
OF 04/17/2017
$0.00

ADVANCED SEARCH »

AMOUNT  DISPUTE

1

03/14/2017 HOTELS

m frsmoRzTONS

03/14/2017

4.00

Statements Screen — Search

2. To search for a specific transaction amount,

date or description, type the search criteria in
search field that displays in the upper-right
corner of the Billed Transactions section and
click the Search button. Click the Advanced

Search link to access additional search criteria.

The transactions are filtered by the search
criteria entered.
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Screen ep/Action

Company Welcome, JOHN C o 3. Toview additional transaction detail, click the
1B COMPANY - US

CitiManager My Profile | Sign Out

ellipsis (...) link that displays on the right-side
g of the row you wish to expand.
Statements

The row expands and additional transaction
details display.

RECENT APR zO1T MAR 2017 FEB ZOIT

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXX667203 JOHN C CARD $2.258.20 §2.258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/2017 04/17/2017 OF 04/17/2017 OF 04/17/2017
$0.00 $0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 051232017
$0.00
$0.00

Billed Transactions Hotel nﬂ

ADVANCED SEARCH >
DOWNLOAD (PDF. CS

EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 1 00
REFERENCE NUMBER  TRANSACTION TRANSACTION TRANSACTION
24614029253253000000 AMOUNT CURRENCY DETAILS Mo
576 4.00 usD More Information

m srnoRzTONs

Statements Screen — Additional Transaction Detail
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Step-by-Step Instructions

To Download Statements

Screen ‘ Step/Action

CitiManager

HOME

Statements

RECENT

Company
IB COMPANY - US

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

Welcome, JOHN C

My Profile | Sign Out

STATEMENTS

m TS

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXX667203 JOHN C CARD $2,258.20 $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/201T 04/17/2017 OF 04/17/2017 OF 04/17/2017
$0.00 $0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 05/23/2017
$0.00
§0.00
Billed Transactions Ll nﬂ
ADVANCED SEARCH »»
DOWNLOAD (PDF. CS LS,
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 1 200

1. From the Statements screen, click the

Statements Screen — Download Link

Download link that displays under the Billed
Transaction header.

The download options display in a new window.

Please select a download format.

QOcsv

@® PDF

O Excel

Statements Screen — Download Options

2. Select the radio button for the desired
download format and click the Download
button.

Note: Download options include Comma
Separated Value (CSV), Portable Document
Format (PDF) or Excel. PDF is the default option.

If you intend to print your statement, PDF is the
recommended format.

A download message displays stating that the
file will be cached to your computer.
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Screen ‘ Step/Action

3. Click the OK button.

A message displays at the top of the screen
indicating your document is ready for download
and the browser document option window
displays. The location of the Save or Open
options vary based on your browser settings.

Please note that the downloaded file may be
cached on your computer.

— e

Statements Screen — Download Message
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Screen Step/Action

4. From the browser document option window,
click the Open button.

. Company ‘Welcome, JOHN C
CitiManager 1B COMPANY - US My Profile | Sign Out

~  Your file is ready for download.

The document opens in the selected format.

Note: Once the document is open, you can print
Billed Transactions Transaction Datalls; Aottt Date it by selecting Print from the File menu.

ADVANCED SEARCH »»

DOWNLOAD (PDF. CSV. XLS)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT
03/14/2017 03/1af2017 RENTALS 176.99
03/14/2017 03/14/2017 HOTELS 29874
03/14/2017 031412017 AIRLINES 479.52
Do you want to open or save Statement.pdf from cafeuat.cards.citidirect.com? o f::f!;:"
Open Save |~ Cancel v

Statements Screen — Open/Save Options

Commerical Card Account
SWITH
) Account Inquiries:
C I t I Tall Free: 14{B00)24B-A553
Imematioral:  14204)854-7314 | Account Number: 00000 X=X XBE0-8858
TDOVTTY: &7 HE0E-72TE
e _ ™\ 7 - N\
Summary of Account Activity Payment Information
Previous Balance $40.02 Naw Balance 80,00
Payments sl Past Due Amount 3000
Credits. 20,00 Disputed Amount $0,00
Purchases & Cthar Chames. 240 Amount Over Credit Limit $0.00
Cash Trarsactions 20.00 Winimum Payment Due 000
Czeh Traneaction Fees 20,00 Payment Due Date AW30207
Ihierest Chames 000 Statement Closing Date V052017
- - Days in Blling Feriod 0
r AR J
Credit Limit 310
Amibble Credit Limit 510 Send Notice of Billng Errors and Customer Service Incines to:
Cash Adhvance Limit & CITIBANK, N.A., PO BOX 6125, SICUX FALLS SDS711746125
Avmibblz Cash Advance Limit E3]
L -
T ti
Post Trns
Date  Cate  MCC  Reference Number Description/Locafion Amount
0907 090G 5399 24500160048100438348888 1 —— a4 us 473
0208 0904 5512 24236000P4BO00013806363 2 0424 us 2026
09114 0914 0000 7448505(PSBOOOOOOCOESES 3 8501 PY
FINANCE CHARGE SUMMARY ¥our Annual Percertage Rate (APR) ks the ann_elinierst mie o your scoount.
Type of Balance Annual Percentage Rales Periodic Rate® Balance Subject to Finance Charges
Pl IRCHASE NN FFFS e, OO enm

Statement — PDF
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Make a Payment
Key Concepts

If your organization allows it, you can make an online payment. If paying from a Savings account and/or Credit Union, ensure
your financial institution supports automated payments. For Canada, the CitiManager Site cannot be used to make payments.

Before you can make a payment online you must enter your banking account information. The required information includes:

» Your bank routing number
» Your checking or savings account number

You may choose from the following payment amount options:

Payment requests received by 4:00 p.m. Eastern Time (ET) on a bank business day are posted to your Citibank Card account on the
same day.

Payment requests received after 4:00 p.m. ET on a bank business day will post the next business day.
Business days are Monday through Friday, excluding federal holidays.

For additional information about viewing your payment history, refer to the View Scheduled and Past Payments (View Payment
History) topic in this user guide.

Step-by-Step Instructions

Screen ‘ Step/Action

‘ ‘ == 1. From the CitiManager Site side navigation
A CitManager CTIDEMOTRAVEL US C2-Us +  arae ' smmou | 4 bar, position your mouse over the Statements
button and then click the Payments link.

ctatements : 2,291 37 1 ,20863 +604.29 You can also click the Make a Payment link

Available Credit @ Current Balance Due by 08/14/2020 @ that displays on the Home screen (under Due
Makc P it .
See SRt in date) or on the Statements screen (under the
Payment Due Date).

2010

JUN 20 JUL 20

The Payments screen displays.

Go Paperless

Payments Auaned Seafct 2 2. Before you can make a payment online, your
Scheded & Past Payments banking account information must be entered.

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

If the desired pay from account information

07/28/2020 - SUPERGENTER - 10.00 Approved
0712312020 - SUPERCENTER - 1478 pecine already exists, go to Step 7.
Home Screen — Payments Link To add a new pay from account, click the Add
link from the Select Payment Account header
and go to Step 3.

The Account Information window displays.
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Screen

tep/, n

SELECT PAYMENT AMOUNT

@ Current Balance:$ 629.39
O Amount Due:$ 629.39

O Gther Amount

ENTER PAYMENT DATE

04/19/2017

PAY SCHEDULED & PAST PAYMENTS

DISCLAIMER

= If we receive your request to make a payment online by 4:00 p.m. Eastern Time (ET), on a bank business day, your payment will post to your
Citibank Card account on this day.

= If we receive your request to make a payment online after 4:00 p.m. Eastern Time (ET), your payment will post the next business day.

= Business days are Monday through Friday, excluding Federal holidays. If paying from a Savings account and/or Credit Union, please ensure your

financial institution supports automated payments.

Payments Screen — Make a Payment

3. From the Account Type drop-down list, select
the appropriate pay from account type.
Account Information
@ Add an account. The fields marked with an asterisk 4. Inthe Bank ROUting Number ﬁeld; type the
—— bank routing code for the account.
CHECKING ACCOUNT Note: The bank name will automatically
* DANK ROUTING NUMDER populate after you type a valid routing number.
1znz2n21
; 5. Inthe Pay From Account field, type the account
: = number.
34343434
BANK NAME 6. Click the Save button.
BANK N.A. RICA, .
The new bank account is added.
Note: To add another account, repeat
Steps 3-6.
To delete an existing account, select the radio
Payments Screen — Additional Transaction Detail button for the account and then click the
Delete link that displays on the right side.
7. To select the desired pay from account, click the
CitiManager 15 COMPANY - US Vrrote | im0 appropriate radio button.
Home 8. Inthe Select Payment Amount section, click
FovagaEs the radio button for the desired payment
= 1. Make a Payment 2. Confirm Payment 3. Success option' |fy0u Selected Other amount’ type the
payment amount in the text entry field.
SELECT PAYMENT ACCOUNT  ADD
BANK ROUTING NUMBER PAY FROM ACCOUNT ACCOUNT TYPE BANK NAME 9' To SChedUIe a payment in the fUture’ type a date
® 021000089 XXXXXO145 Checking accaunt cm DELETE or select it from the calendar.
O 021000089 XXXXX2345 Savings account CITI DELETE 10' TO Submit your payment, C|iCk the Pay button.
(&) 021000089 XXXXX3456 Checking account CIml

The Confirm Payment screen displays.
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Screen Step/Action

11. Review your payment information and click the

CitiManager e i VJ:LCY;T'I Z';S.f'ﬁf citr Confirm button.

Home - The Success screen displays your payment
(FniE information and a confirmation displays at the
ke Poy B Conrums Payment Boe = torus top of the screen.

You have requested the following payment

PAY FROM ACCOUNT ACCOUNT TYPE BANK ROUTING CODE BANK NAME
X000 Checking account 12121212121 ciTi
AMOUNT

$629.39

m o

DISCLAIMER

* If we receive your request to make a payment online by 4:00 p.m. Eastern Time (ET), on a bank business day, your payment will post to your Citibank
Card account on this day.

+ If we TeCeive your request to make a payment online after 4:00 p.m. Eastern Time (ET), your payment will post the next business day.

+ Business days are Monday through Friday, excluding Federal holidays. If paying from a Savings account and/or Credit Union, piease ensure your financial
institution supports automated payments.

Payments Screen — Confirm Payment

Elae 12. Click the OK button.

3
S pany Welcome, JOHN C =
CitiManager 1B COMPANY - US My Profile | Sign Out C|t|

The Scheduled & Past Payments screen

A .
Home displays.
Payments

1. Make a Payment . Confirm Payment 3. Suceess

REFERENCE NUMBER DATE OF POSTING DATE OF PAYMENT CARD NUMBER

089025 21-DEC-2016 04/19/2017 XXXXXXXXXX560277

PAY FROM ACCOUNT/ACCOUNT ACCOUNT TYPE BANK ROUTING CODE BANK NAME

TYPE Checking account 021000089 CITI

xxxxx/ Checking

AMOUNT

$629.39

DISCLAIMER

* If we receive your request to make a payment onfine by 4:00 p.m. Eastern Time (ET), on a bank business day, your payment will post to your Citibank
Card account on this day.

* If we receive your request to make a payment onfine after 4:00 p.m. Eastern Time (ET), your payment will post the next business day.

+ Business days are Monday through Friday, excluding Federal holidays. If paying from a Savings account and/or Credit Union, please ensure your financial
institution supports automated payments.

Payments Screen — Success
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Alerts

Manage Alert Subscriptions
Key Concepts

As a Cardholder, you can set alerts so notifications are automatically sent via e-mail and/or to your mobile device when certain
selected activity occurs on your account, for example, when statements are available and when payments are received.

There are two types of alerts to which you can subscribe:

« Transactional Alerts — An alert is sent when a defined condition or threshold is met, for example an alert is triggered when a
payment is received or when a defined percentage of your credit limit is met.

« Account Alerts — An alert is sent when there are status changes to your account, for example when your address is changed or
when your statement is available.

Itis possible to enter up to five e-mail addresses and customize when you will receive your SMS alerts based on:

» Time zone
« Time of day
« Day of week

Once you have subscribed to mobile alerts in the CitiManager Site, you will receive a confirmation text message on your mobile device
with a four-digit PIN. The four-digit PIN must be entered on the PIN confirmation number screen in the CitiManager Site. Once the
PIN has been entered, the CitiManager Site will send another text to your mobile device confirming activation. The confirmation text
message is sent any time you change or enter a new mobile phone number.

On-Demand Mobile Alerts

In addition, once you have registered your mobile device number in the CitiManager Site, you have full access to on-demand mobile
alerts. On-demand mobile alerts allow you to request and receive immediate information such as account balances, payment
amounts and due dates. Refer to the Manage On-demand Mobile Alerts topic in CitiManager Cardholder User Guide for additional
information.

Step-by-Step Instructions

re ‘ Step/Action

‘ ‘ == 1. From the CitiManager Site side navigation bar,
A | CitiManager CMIDEMO TRAVEL US C2- s+ wyprome 1 samou | LX) position your mouse over the Alerts button and
then click the Alerts Subscription link.

. 3,50000 $2,291 37 1 ,20863 +604.29 The Alerts Subscription screen displays.

Credit Limit Available Credit @ Current Balance Due by 08/14/2020 @
Make a Payment

+03 7103 w

Alerts
Advanced Search >>

Alerts Subscripion

Audit Log TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

On-Demand Mobile Alerts
SUPERCENTER = 10.00 Approved

07/29/2020 SUPERCENTER = 14.74 Decline

CitiManager Site Home Screen — Alerts Menu
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Screen ‘ Step/Action

Alerts Subscription

Search

CONTACT PREFERENCES
EMAIL ADDRESS MOBILE PHONE NUMBER
hemant@noemail.com | EDIT (+) 17323214321 AT&T

Alerts Subscription Screen

Email Address Preferences

ENTER ADDRESS(ES) CONFIRM ADDRESS(ES)
ONE ONE
john.card@noemail.com john.card@noemail.com

™O TWO

johnc@test.net johnc@test.net

THREE THREE

Alerts Subscription Screen — E-mail Address Preferences

2. To enter/edit the email address(es) where you
want alerts sent, click the Email Addresses —
Edit link and complete the following steps when
the Email Address Preferences window opens:

a) Type and confirm up to five email addresses.

b) Click the Save button.
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Screen ‘ Step/Action

3. To edit your mobile number, your mobile

Search

Alerts Subscription

EMAIL ADDRESS

hemant@noemail.com | EDI

CONTACT PREFERENCES

MOBILE PHONE NUMBER
(+) 17323214321 AT&T

Alerts Subscription Screen

Mobile Number Preference

MOBILE NUMBER
*COUNTRY CODE & MOBILE NUMBER

1

2223334444

*US SUPPORTED CARRIERS:

AT&T

‘You can choose when you would
like to receive SMS text alerts. If
no selection is made, you will
receive SMS text alerts at the
time they are processed. You
may update your preferences at
any time.

CONTACT PREFRENCES
*PREFERRED TIME ZONE
GMT
FROM
01:00 AM
To
--Select--

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Alerts Subscription Screen — Mobile Number Preference

carrier, and your notification preferences, click
the Mobile Phone Number — Edit link and
complete the following steps when the Mobile
Number Preferences screen opens:

a) In the Country Code and Mobile Number
field, type a valid mobile phone number
where you wish alerts to be sent.

Note: Only numeric values are allowed in this
field. The country code defaults based on the
country associated with your profile.

b) Canadian users will receive a confirmation text
message to enable the subscription due to
regulations in Canada.

c) Click in the Preferred Time Zone field and
select your preferred time zone.

d) Click in the From and To fields and select the

time-frame in which you would like to receive
alerts.

e) From the list of weekdays, select the days you
would like to receive alerts.

f) Click the Save button.

56




CitiManager Site Quick Start Guide — Commercial Cards — Cardholder |

Alerts

Screen

Step/. n

Company
[*[] AGENCY CORP5-US~

CitiManager

HOME

Alerts Subscription

CONTACT PREFERENCES

Emall Addresses
hemant@noemail.com

EDIT

TRANSACTIONAL ALERTS

ALERT NAME

Welcome, Lessie
My Profile | Sign Out

Search for Alerts

CONTACT HELF DESK

atr

Moblle Phone Number

(1732321432 | AT&T

EMAIL

EDIT

SMS
TEXT

Alert Returned Mail T2 [i]

* Available Credit Remaining (%)
Select % of remaining credi
analert, e.g. 5%.

Available Credit Remaining (%) (i ] e

Credit Limit Changed (i ]

Declined Transaction
L] sent, only the Decline Alert will be sent.

* Declining Balance Expiry Approaching
Declining Balance Expiry e

Approaching 30

Direct Debit Set-Up (i ]
Dispute Resolution Notice @ Dispute Resolution Notice

Notification will occur for every transaction

Each Transaction
O . ciuding payments.

* High Value Transaction
High Value Transaction 0

digits in length, exclui
Payment Due/Invoice (i ]

Payments Received

(-]

Notification of payment reversais, if any wil

Reminder: Payment Past Due /

Overdue

ACCOUNT ALERTS

ALERT NAME

it level which should trigger

Note: If the Decline Alert is triggered, no other subscribed alerts will be

Declining Balance Expiry Approaching

made to the account,

Provide the transaction amount which should
trigger an alert. Enter a positive number up to 15

ng decimals, .. 500.

| be sent out via email

EMAIL

SMS
TEXT

Account Cancellation Notice

Account Cancelled Notice

Account Suspension Notice

Address Changed

Card Renewal

New Statement Available

Direct Debit Payment Notification

Card Delivery Issue Notice

Lost/Stolen Card Notice

My Card Application Status

My Card Maintenance Status

e o0 00 0000 0 0 9

Activate your Card

TERMS & CONDITIONS

your mobile device. 462484 (GOCITI).

Terms & Conditions: Message and Data Rates May Apply. For a list of supported carriers, click here. To suspend
SMS text alerts, uncheck the SMS text alerts above or text STOP to 462484 (GOCITI). For help, text HELP to [#] from

Alerts Subscription Screen — Alert Selections

4. To subscribe to alerts, select the Email Alerts
and/or SMS (Mobile Alerts) checkbox(es) for
each of the alerts you wish to receive.

To unsubscribe to alerts, deselect the Email
Alerts and/or SMS (Mobile Alerts) checkbox(es)
for the alerts you no longer wish to receive.

Note: Some alerts may be greyed out and
unavailable. Available alerts are set by your
Program Administrator. Alerts that are selected
and greyed out are mandatory.

For more information about each alert, click the
information icon next to the alert name.

Some alerts require you to type or select a
threshold setting that will trigger the alert. For
example, for the Available Credit Remaining %
alert, you must select the desired Available
Credit Remaining %. When the selected percent
of remaining credit level is met, you will receive
an alert.

5. When you are finished, review the terms and
conditions at the bottom of the screen and if
you agree, select the checkbox.

Note: If you do not agree to the terms and
conditions, you will not be able to receive alerts.

6. Click the Save button.

The alerts settings are saved and a confirmation
message displays at the top of the screen. The
PIN confirmation number screen displays if you
elected to receive alerts on your mobile device
for the first time or you changed your mobile
phone number.

Note: If you elected to receive alerts on your
mobile device, you will receive a text message
with a PIN. On the CitiManager Site PIN
confirmation number screen, type the PIN
number received on your mobile device in the
PIN confirmation number field and click the
Confirm button.
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View PIN

Key Concepts

During the activation process, you are prompted to set up a four-digit PIN that may be used at certain merchant terminals. In order to
process your transaction, some merchants require that you enter the four-digit PIN as an additional layer of security.

You can view your PIN in the CitiManager site. If you would like to change your PIN, please contact Citi using the number on the back of
your card.

To view your PIN in the CitiManager site, you are required to enter either a one-time passcode (OTP) or the CVV/CVC (security code)
from the back of your card. The OTP option is only available if your mobile number/office numbers have been entered on your user
profile. If your mobile number/office numbers have not been entered on your user profile, you are required to enter the CVV/CVC from
the back of your card.

Step-by-Step Instructions

Screen tep/Action

GITIB COMMERGIAL GARDS GHATWITHUS 0 | Gontact Help Desk 1

From the CitiManager Site Home screen:

32
o ‘Company e - i~ .
CitiManager GTD US-US (] citi

Click the Cards icon from the side-navigation
bar. When the Card Details screen displays,

$20,000.00 17,959.64  52,040.36  $1,983.36 click the View Pin link that displays on the
Credit Limit Available Credit ® Current Balance Due by 11/09/2022 @ ri ght_ side of the screen.
Make a Payment
OR
Click the View Pin link from the quick links that
Recent Activity display on the black bar.
Recent Authorization(s) The Card Details: View PIN screen displays
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS either the OTP receipt Options or the CVV/CVC
10/19/2022 13:46:02 - Airport - 57.00 Approved .
Code field.
View All

CitiManager Site Home Screen

GITI® COMMERCIAL CARDS Gontact Help Desk.
T T T

— Company Welcome, Desmo... V] *
CitiManager TRAINING USE ONLY - US  wy profile | Sign Out X citi
E HOME
Card Details
CARD INFORMATION 212323 CARD MAINTENANCE
VIEW PIN
CARD OVERVIEW
NAME ON CARD CARD NUMBER ACCOUNT STATUS
KAT GEORGEGE sses sene 2021 2323 Open-Card Activation Required
HIFRARCHY EMPLOYEE ID CREDIT LIMIT
1004600-0020000-0000001- 10100101010 § 350000
0040002-25252525
CURRENT BALANCE COST CENTER DEFAULT ACCOUNTING CODE
$2.291.37 Not Available 1000000001
Date Account Opened
05122011
PAYMENTS | VIEW HISTORY
LAST PAYMENT RECEIVED
11/03/2019

Card Details Screen
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Screen Step/Action

GOMMERGIAL GARDS

CitiManager

5 Home  Card Details
Card Details: View PIN

® +1-XXXXXX2222

Call Office
Call Home

Call Mobile

e

Company
TRAINING USE ONLY - US

® Text Message < Message and Data Rates May Apply >

Contsct Help Desk.
T

Welcome, Desmo... -
My Profile | Sign Out Cltl

Q Your CitiManager session requires additional authentication. Please select your preference for receipt of 2 Cne Time Passcode.
Passcode will be delivered according to your preference after you select continue

OITi® COMUERCIAL CARDS

CitiManager

Card Details: View PIN

Card Details: OTP Options Screen

Company
TRAINING USE ONLY - US

‘ E Home = Card Details

m o

Gontsct Help Desk

Welcome, Desmo.... .
‘ citi

My Prafile | Sign Out

Card Details: Enter OTP

CITi® COMMERGIAL CARDS

CitiManager

E Home = Card Details
Card Details: View PIN

Important Information

Company
TRAINING USE ONLY - US

Your PIN for use at ATM's and card terminals is 5858,

Do not leave your screen unattended with your PIN on display.

Do not write it down or keep a record of it - even in disguised form.

Do not tell anyone your PIN - even people claiming to be law enforcement or Bank staff.
Only enter your PIN when using your card at card terminals or ATMs.

Your PIN does not need to be used when making a transaction online, over the telephone or via email

Gantact Help Desk:

Welcome, Desmo_ | 157 .
My Profile | Sign Qut E’ Cltl

View PIN Screen

2.

If the OTP receipt options display, select
the radio button for the desired option (text
message or call) and click the Continue
button. Once you have retrieved the OTP,
enter it in the One-Time Passcode field and
click the Continue button.

OR

If the CVV/CVC Code field displays, type the
CVV/CVC code from the back of your card
and click the Continue button.

Your PIN displays.
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